A

- Nfory
—— =  Approved For Release 2005/06/13:C|R$f[r 8-03568A000200010014-3

CONFIDENTIAL

Chief, Administrative BServices ‘
Advisor for Management

11 Mey 1951

Revision of the Administrative Services Office T/0,

1. Responsive to your memorandum dated 1 May 1951, subject
a8 above, and subsequent conferences related thereto, the under-

25X1 signed approached | |regarding certein conceptg of the
_ Vital Documents Program.

25X1 2. | |has made the following determinations
relative to your proposals:

&. The Custodian of the repository will be
under the command of the Resident Manager of the
25X1 | The CIA Vital Materisls
) icer will render technical guldance through the
instrumentality of Agency directives addressed to the
Resident Manager.

b. Visits to the repository will be at the dis-
cretion of the CIA Vital Materisls Officer. No one
may send or take msterisl to the repository otherwise.

¢, Decisions ag to whether or not documents are
vital will bve the primary responsibility of the
originating office. The CIA Vital Materials Officer
will render sssistance to the Area Records Officers in
arriving at such decisions. Where agreement cannot
be reached through such means, the CIA Vital Materials

Officer will refer the matter to higher authority for
decision.
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3. The sbove decisions by| |w111 of course require
revision of the attmched papers which you submitted to this Office.
In effecting this revision, it is suggested that you consider in
sddition the following pointe:

T
cR
C

a. Esgtablishment of an intermittent file in
Washington for the temporery retention of vital
documents pending transfer to the repository.
Buch & concept would assume continuous flow from
the submitting offices to the intexrmittent file.
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b. Inventory reports can be rendered by the Cus-
todian at the discretion of the Vital Materials Officer.
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Because the Vital Materials Officer should have on file
in his immediste area informetion as to the exsact con-
tents of the repository at any given time, you may con-
glder it unnecessary to require periodic inventory
reports by the Custodian.

c. The foregoing revisione will require parallel
revisions in your proposed Agency Regulation. Our
iesuance control officer, | | will ve
pleased to sssist you in determining which portion
of your proposed instructions should go in an Agency

Regulation and which portion should appear in an
Agency Notice,

d. As previcusly agreed, it iz suggested thst
you list the positions proposed in the Vitsl Materials
Section under the Records Analysis Bection, thereby
cozbining the two.

L, completion of the sbove and submittal of your plan
for approval, it is suggested that you discuss vith

additional positions for Records Management.

Attachments: Memorandum dated 5/1/51

with 2 ettachments.
Charts 1, 2, and 3.

(Request for Incresse in T/0O and Operating
Procedure for Vital Materials Progrem -~

(Not including repository) and proposed
Regulation |

cc: SubJect Flle
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y for increasing your T/0 sbove the now approved
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